
 
 

REQUEST FOR QUOTES  
DUE DATE: April 30, 2013 

 
SCOPE OF SERVICES  

 
VENDOR REGISTRATION AND SOLICITATION PROCESSING SYSTEM 

 
A. BACKGROUND 
 
1. System use and Purpose: the Vendor Registration and Solicitation Processing 

System (hereafter referred to as the “Vendor Outreach System”) is intended to 
be:  

 
a. An input mechanism whereby vendors may register their business and express 

their interest in City of Surprise (“COS”) competitive acquisitions of products 
and/or services by submitting basic information using commodity codes defined 
by the COS Procurement A/P Division; and  

 
b. Serve as a source of competitive solicitation that describes the needs of city 

functions, and allow vendors to respond to those needs using an automated 
portal. 

 
c. The immediate needs include the ability of the various departments/functions of 

the COS to advertise their generic requirements to registered vendors for 
products and/or services with aggregate values exceeding $5,000.00 but not to 
exceed $50,000.00.    

 
B. BASIC SYSTEM REQUIREMENTS 
 
1.  The system shall be web based and may be remotely housed and administered 

by the system provider or contractor. 
 
2. The system shall have a database whereby vendor information including: 
 
a. Vendor name, FEI number, Physical Address, Business address, Business 

Principal(s) name(s), Business contact name(s), Telephone numbers, Facsimile 
numbers, internet address, current DUNS number and other pertinent information 
can be gathered to facilitate written, mail or internet mailed correspondence. 
Further use of the data/information gathered may be for screening purposes 
relevant to grants and other competitive award processes.   
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b. The city may enter a unique Vendor Identification number for vendors with which 
the COS does business.  

 
c. The database shall be capable of being sorted by vendor zip code locations as 

identified in the Physical Address file.   
 
3. The vendor shall have the ability to register or add information about the services 

or products they offer for sale to the COS. This database shall only be accessible 
to authorized parties of the COS. 

 
4. All data shall be available 24/7/365 for use of the COS, except for pre-arranged, 

off hours system maintenance and/or upgrades, as needed. 
 
5. In the event this system is hosted outside the physical control of the COS, the 

provider or contractor shall ensure total data security, availability, integrity and 
confidentiality of the data gathered.  

 
6. The system shall be able to attach to the COS website portal. 
 
7. The commodity code categories are requested to be based upon National 

Institute of Government Purchasing  ( “NIPG”) five digit system, at no charge to 
the COS. 

 
8. Current levels of competitive solicitations are: 
 
a. . $5001.00 to $25,000.00: Verbal Quotes are minimally required. 
 (Note: for this system, the verbal quotes requirement will be consistent 

with the following requirements for written quotes.)  
 
b. $25,001 to $50,000.00: Written quotes are to be submitted on the 

equivalent of company letterhead. 
 

9. The system is not required to process competitive solicitations over $50,001.00. 
Such solicitations shall be processed using the current on-line advertisement 
system as entered by Procurement A/P Division professionals.  

 
 Preferred Options: 
 
10. Submittals from vendors shall be exclusively processed in an available “lock-box” 

environment, if available. 
 
11. Reporting capabilities that may be used to analyze COS spend 
 
12. Preferred system(s) may have multiple modules that can include other 

procurement functions as determined at a later time. 
  



 
C. SYSTEM IMPLEMENTATION 
 
1. The basic registration of vendors including vendor input of registration date, 

commodity code activation (using NIGP 5 digit code structure); web-based 
outreach/solicitation capability are anticipated on or before April 15, 2013. 

 
2. Details of required information to be submitted by the COS Procurement A/P 

Division is preferred within 30 days of award of a contract.  
 
3. Implementation shall also include basic instructional guidelines for general public 

use. This will include instruction about how a vendor can interface with the 
system and how read-only information can be obtained, at a minimum. 

 
4. The schedule for implementation has a desired fully functional installation on or 

before June 1, 2013. This is to support an outreach effort to the local business 
community. 

 
D. IT ENVIRONMENT 
 
 The following are the required technical support//application aspects of a 

successful system for this application. 
 
1. Operating System: MS Windows Server 2008 
 
2. Web Management Application: IIS Version 6/7 
3. Database: MS SQL 2005/2008 
 
4. SSL Compatible 
 
5. If hosted (currently hosting is desired): administrative access to database through 

SQL Server Management Studio 
 
6. Ability to edit/brand webpage design. 
 
7. Reporting - End User Query Tool to allow read-access for ad hoc reporting in 

addition to an open architecture allowing third party software such as Microsoft 
and Crystal with the proper security authentication. 

 
E. CITY BRANDING REQUIREMENTS (FORMATTING, GRAPHICS, DATA 

ACCESS ETC,) 
 
1. In order to provide a seamless appearance and operation, it is important that the 

City of Surprise have the ability to adjust the look and navigation function of the 
system.  For further review of these requirements, it is recommended that the 
offeror review the City website: www.surpriseaz.gov. 

 
2. It is desired that, while not absolutely required, information can be pulled from the 

application database is available via RSS feeds or other web services (web API).  



 

 
 

RFQ SUBMITTAL INSTRUCTIONS 
 And PRICE SCHEDULE   

 
1. Please submit a Price Schedule related to each of the sections contained in the Scope 

of Services, Sections B, C, D and E.   
 
2. Also, a Summary Price Schedule is requested that totals the prices of the submitted 

Scope of Services functional areas and their related prices. 
 
3. The Authorized Vendor Signature shall be completed by a person with the authority to 

bind the organization to performance of the Scope of Services. 
 
4. In the event the product cannot meet the functionality requested, the vendor may still 

submit a proposed solution, by noting the specific item as “N/A” on the Price Schedule.   
 

For Example: 
  
 

Item Description 
 

Qty 
 
Unit Price 

 
Extended Price 

 
Preferred Option #10. Lock-box Environment 

 
 

 
 

 
 N/A 

 
5. The Terms of Sale for this procurement shall be governed by the Terms and Conditions 

of the Purchase Order that is established to order the product. These Terms and 
Conditions are found on the website address:   

 
http://www.surpriseaz.gov/index.aspx?NID=389 

 
6. Questions related to this solicitation may be forwarded by mail, phone, fax or e-mail no 

less than two business days prior to the DUE DATE of this Request For Quotes: 
 
 Dennis J. Kirkland, Procurement A/P Manager 
 16000 N. Civic Center Plaza 
 Surprise, AZ 85374 
 Phone: 623-222-1858 
 FAX:  623-222-3701 
 E-mail: dennis.kirkland@surpriseaz.gov 
 
7. Similarly, all proposals or quotes shall be submitted to the above contact information. 

  



 
PRICE SCHEDULE 

 
VENDOR REGISTRATION SYSTEM 

  
Vendor Name: 

 
 

 
Address:  

 
Contact: 

 
 

 
Telephone No.: 

 
 

Authorized Vendor Signature 
 
FAX No.: 

 
 

Email Address: 
 
 

  
Typed Vendor Signature Name:   

Title: 

  
   
 

 
Item Description 

 
Qty 

 
Unit Price 

 
Extended Price 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Request for Quotes: 
Vendor Registration System 

 
Subtotal 

 
 

 
Freight 

 
 

 
Date: 

 
Tax 

 
 

 
Note: 

 
Total 

 
 

Pricing should be F.O.B. destination; freight 
included. 

 
Delivery (Calendar Days) 

 
 

 
Payment Terms should be Net 30 days. 

 
Payment Terms 

 
 

 
Additional Pages may be used by copying and re-using the above format for each 
section B., C., D., E., and the Price Summary 


